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101 ï ESS SALARIED (ELAPSED) TIME ENTRY 
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Duration 

 

 

 

This course will take approximately one to two hours. 

 

You can complete it all today or by sections.  

 

Itôs really up to you. 

 

You can take the training how it best fits in your schedule. 
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Preparation 

 

 

 

It is recommended that you avoid distractions during your training session.   

 

You should close all other applications including your email while taking the 

course and silence your cell phone. 
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Course Objectives 

 

 

After completing this course you will understand how to: 
 

¶ Where to find additional help and assistance 

¶ Key Terminology  

¶ Key Points for salaried employees 

¶ Entering time on a Salaried (Elapsed) Timesheet 

¶ Submit Overtime Requests  

¶ Submit Comp Time Requests  
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Need Help? 

 

 

See complete instructions available at: https://ags.hawaii.gov/hip/time-and-leave. 

 

For further assistance, contact your local timekeeper.  To assist you with locating 
your local timekeeper, a listing is provided at: https://ags.hawaii.gov/hip/get-time-
and-leave-help. 

 

Consult applicable Collective Bargaining Agreements for detailed rules for union 
members. 
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Key Terminology 

 

 

Time Reporting Code (TRC) 

Payable Time 

Compensatory Time (Comp Time) 

Timesheet Exceptions 

Salaried (Elapsed) Timesheet 

Time Administration 
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Definition:  

These codes are used to identify the type of time worked. 

For example, one TRC is ñOT - Overtime Payò.  There are codes in HIP for each 

type of time that you may be eligible to earn pay for. 
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Definition:  

A timesheet entry that requires further review after submitting time, for example, 

overtime entered that was not pre-approved by your supervisor. 
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Definition:  

Time that has been validated by HIP and does not have any outstanding 

exceptions that prevent the time from being approved by a supervisor. Payable 

Time is ready to be approved by the employeeôs supervisor. Once approved, 

Payable Time is ready for payroll processing on the next available pay cycle.  
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Definition:  

When entering time, employees who use this method only enter their exception 

time worked for each day. They do not need to enter their scheduled regular 

hours to HIP. 
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Definition:  

Compensatory Time, also known as Comp time for short, refers to time you've 

earned working overtime hours that you can apply to take time off at a later time.  

 



 Course 101ï Salaried (Elapsed) Time 

 

 

August 2021, Version 2                                                Page 13 

 

 

Definition:  

Time Administration are automated system processes in HIP  that run nightly 

and apply the system rules for processing the time entered.  
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Tour of Timesheet 

 

 

In this lesson, you will learn how to: 

 

Navigate to the Enter Time tile and discover the fields on the timesheet and how 
they are used. 

 

Important: All time that you work must be entered timely into HIP and submitted 
for supervisor approval.  It must be submitted no later than the end of each pay 
period - the 1st through the 15th of every month and the 16th through the end of 
the month. 
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The tiles display on the Employee Self-Service page. 

 

Salaried employees report exceptions only (i.e. any other type of time other than 

regular time e.g. overtime, call back pay, night shift differential). The system will 

automatically generate your hours worked from your schedule and you will be 

paid accordingly. 

 

Navigate to the Time tile to learn more. 

 

Click the óTimeô tile. 
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Navigating to the timesheet first takes you to the Time page. The Enter Time tile 
is where you will enter your time and displays both Reported and Scheduled 
hours based on your assigned work schedule and hours you entered.  

 

If you need to make necessary changes, you can go back into the Enter Time for 
the current pay period to make adjustments after timesheet submission.  
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Click the óEnter Timeô tile to open the timesheet. 

 



 Course 101ï Salaried (Elapsed) Time 

 

 

August 2021, Version 2                                                Page 18 

 

 

Once you click on the Enter Time tile, the Elapsed Time page will appear. 

 

The Semi Monthly timesheet displays for all salaried employees. The semi- 
monthly time period will display the work weeks of time to be reported.  
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From the Elapsed Time page, you can enter new timesheets, view previous 
timesheets or edit existing timesheets.  

 

Make sure you are in the correct period and you can click the left or right arrow 
on the row showing óWeek 1 of 3ô, when you hover the mouse pointer over these 
arrows you should see a label popup for View Next Week or View Previous 
Week. Use these arrows to move between weeks and report time. 

Continue by clicking the óView Next Weekô button 
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The timesheet displays the Header and Details section at the top of the 
timesheet. 

 

The Header section is for information only. It displays the employee job title, pay 
period begin and end date, and the Scheduled and Reported hours for the time 
period.  Please note for salaried employees, the Reported hours will not equate 
to all of your hours worked, just time that you have reported.  Also, the 
Scheduled hours will reflect hours in your normal workweek (e.g., 40) plus any 
exception time you enter.ò 

 


